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Purpose: On Friday every week, Workforce Development deploys the Weekly Friday Training
Schedule. This job aid provides an overview and functionality of the report to optimize
training in your District/Division from a 90-day view.

Part 1 - Tab and Column Field Overviews

Tab Overview

District Training Schedule

District Training Schedule: this tab lists all active classes for the next 90 days in PeopleSoft
and is set up to filter by district.

District Training Schedule
January 21, 2019 - April 19, 2019
d - - - dD - - -
MNT134_ABL_BS056 intainar Operator Advanced 1282019 | 1312019 | 8:00:00 AM | 5:00:00 PM | 4 H ABL-Taylor Co Maint
MNT181_ABL_70678 Bucket Truck & Crane 1V28/2018 | /292019 | 8:00:00 AM | 5:00:00PM | & ] ABL-Taylor Co Maint
MNT301_ABL_G7987 Dump Truck Driver 10-12 Yd 2/4/2019 272019 | 8:00:00 AM | S0000PM | T 1 ABL-Stonewal Co Maint
MNT134_ABL_B8057 intainar Operator Advanced 242019 | H72019 | S:00:00 AM | S:00:00 PM | 4 H ABL-Taylor Co Maint
MNT192_ABL_68092 Skid-Steer Operator 21172019 | 222019 | B:00:00 AM | 12:00:00 PM| & 6 ABL-District HQ ABL 2 -Small Conf VTC2
BRG100_ABL_G56645 Bridge Construction Inspection 21052019 | 2114/2019 | 8:00:00 AM | 12:00:00 PM| 20 11 ABL-District HQ ABL1 -Dist Trmg Ctr VTC wiPCs
MNT120_ABL_71255 Asphalt Distril Oparalor 2252019 | 2282019 | 8:00:00 AM | S:00:00PM | 4 1 ABL-Taylor Co Maint
|CONATI_ABL_67364 Inspact of Flexi Base & Embank 226/2019 | 22772019 | B:00:00 AM | S:00:00 PM [ 13 3 ABL-District HQ Media Room-no computers

Statewide Training Schedule: this tab lists all active classes for the next 90 days in
PeopleSoft for the entire state.

Statewide Training Schedule
January 21, 2019 - April 19, 2019

B Stant Daffl] End Daiffl Start Tim{§ll End Time[ill Mﬂ Enroll. Facility M Training Room
BRGI100_LRD_G7461 Bridge Construction Inspaction 2972019 | 1312019 | 8:00:00 AM | 5:00:00 PM LRD-Digtrict HQ LRD 1 - VIC/Comp Rm VIC1 wPCs
BRO100_WFS_B6334 Bridge Construction Inspection | V292019 | 1312019 | 8:00:00 AM | 5:00:00 PM 20 8 WFS-District HO) 'WFS 1 - Large VTC wPC's
BRG100_RVS_7i0g2 Bridge Construction Inspncr.lon | 32019 [ 272019 | 8:00:00 AM | 5:00:00 PM 20 2 RVS-Bidg 200 WFD Classroom B

BRG100_AEL_68645 Bridge Cons! ion | 2252019 | 21472019 | 8:00:00 AM | 12:00:00 PM| 20 1 ABL-District HO ABL1 -Dist Trng Cir VTC wiPCs
BRG100_ATL_66331 Bridge Construction Inspncﬂon | 2126/2019 | 2/28/2019 | 8:00:00 AM | 12:00:00 PM| 24 9  |ATL-District HQ

BRG100_SJT_71202 Bridge Cons! ion 2262019 | 22812019 | 8:00:00 AM | 5:00:00 PM 20 8 SJT-District HQ Assambly Room
BRG108_RVS_70472 LRFD for Highway Bridge Supcrslruclurc_r 415/2019 | 4/18/2019 | 8:00:00 AM | 5:00:00 PM | 30 17 |RVS-Bidg 200 WFD Classroom E

BRG10O_RVS_T0471 LRFD and Analysis of Curved Steal Highwd 3252019 | 3292019 | 8:00:00 AM | 5:00:00 PM 30 16 RVS-Bldg 200 GED Confaranca Rm 142

Column Field Overview

Class Code: unique class session identifier made up of the course code, District
abbreviation and session ID from PeopleSoft (i.e., Course Code_District_Session ID)
Course Name: title of course from the Training Catalog

Start Date: date the class begins

End Date: date the class ends

Start Time: time when the class begins on first day of training

End Time: time when the class ends on last day of training

Class Code & Course Name [l start Daf] End Datlf] Start Tinlf§ End Tim
MNT120_ABL_71255 Asphalt Distributor Operator 2/25/2019 | 2/28/2019 | §:00:00 AM | 5:00:00 PI
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Yellow Highlight: class has less than 50 percent of max enroliment total

Max Enrollment: maximum number of participants that can be enrolled into the class
Enrolled: number of people enrolled in the class in PeopleSoft

Facility: facility/location of training as listed in PeopleSoft

Training Room: training room designated in PeopleSoft

B Training Room

Mdld Enrolidfg Facility
4 1 ABL-Taylor Co Maint

Part 2 - Functionality
Each tab contains filters L? at the top of each column.

Follow the steps below to filter and display classes by a specific district location, an entire
district, or with low enrollment:

Filtering the Report by a Specific District Location

1. Select the drop down feature E| at the top of column J (Facility) T
2l sortatoz
%l sortztoa

Filter by Color

Text Filters

Search

w | e

(Select All)

[¥] ABL-District HQ

ABL-Jones Co Maint

[¥] ABL-Kent Co Maint

[¥] ABL-Mitchell Co Maint

[ ABL-Nolan Co Maint

[ ABL-Shackleford Co Maint

[ ABL-Stonewall Co Maint -
‘ [T »

2. Click on “Select All” to clear

. Search R Search R

the filter "
-~ (Select Al - Wl (Sclact All) -
[v] ABL-District HQ 3 -] ABL-District HQ E

ABL-Jones Co Maint

ABL-Kent Co Maint [[] ABL-Kent Co Maint

[+l ABL-Mitchell Co Maint
[+l ABL-Nolan Co Maint

[v] ABL-Shackleford Co Maint
-[¥] ABL-Stonewall Co Maint
4 1L}

[[] ABL-Mitchell Co Maint
["] ABL-Nolan Co Maint

[[] ABL-Shackleford Co Maint
-[] ABL-Stonewall Co Maint

4 I

3. Select the appropriate location that you would like to display =" £
and click “OK” y

.. ] ABL-Jones Ca Maint

i-[J ABL-Kent Co Maint

[ ABL-Mitchell Co Maint
D ABL-Molan Co Maint

["] ABL-Shackleford Co Maint
i.[] ABL-Stonewall Co Maint
< 1

-

3
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Example of Results:

District Training Schedule

January 21, 2019 - April 19, 2019

[& ode Training Room
MNT192_ABL_B8002 Skid-Steer Opearator 20112019 | 21202019 | 8:00:00 AM [12:00:00 PM| 6 6 [ABL-District HQ ABL 2 -Small Conf VTC2
BRG100_ABL_86645 Bridge Construction Inspection 21122019 | 2114/2019 | B:00:00 AM | 12:00:00 PM| 20 1 ABL-District HQ ABL1 -Dist Trng Cir VTG wiPCs
CONA11_ABL_B7364 Inspect of Flexi Base & Embank 20262019 | 212772019 | 8:00:00 AM | 5:00:00 PM | 13 3 ABL-District HQ Media Room-no comgputers
DEV119_ABL_69156 Training Baskcs for Trainers 226/2019 | 2/28/2019 | 8:00:00 AM | 5:00:00 PM 8 5 ABL-District HQ ABL 2 -8mall Conf VTC2
CONT18_ABL_67359 C Contract Admin 52019 72018 | 8:00:00 AM | 5:00:00 PM | 20 7 ABL-District HG ABL1 -Dist Trng Cir VTC wiPCs
DEV419_ABL_G7973 Projact - 36/2019 72019 | 8:00:00 AM | 50000 PM | 20 0 ABL-District HQ

DEV115_ABL_G7728 Practical Supervision A22019 | 4472019 | 8:00:00 AM | 12:00:00 PM| 25 ) ABL-District HQ ABL1 -Dist Trmg Cir VTC wiPCs
CON116_ABL_67356 Critical Path Scheduling-Const A/92019 | 4112019 | 8:00:00 AM | 12:00:00 PM| 10 3 ABL-District HQ

MNT172_ABL_67437 E Load & Tie Down 42019 | 42019 | 8:00:00 AM | S:00:00 PM | 10 5 |[ABL-District HQ

CONT16_ABL_T0935 Critical Path Const 4152019 | 417/2019 | 8:00:00 AM | 12:00:00 PM| 10 1 ABL-District HQ ABL1 -Dist Trng Cir VTC wiPCs

Filtering the Report by “All” District Locations

1. Select the dropdown feature E| at the top of column J (Facility)

4l SortAtoz
%l sortzZtoA
Sort by Color »

Fiter by Color

Text Filters >

Search Fel |
(Select All) -
ABL-District HQ El

ABL-Jones Co Maint
ABL-Kent Co Maint
ABL-Mitchell Co Maint
ABL-Nolan Co Maint
ABL-Shackleford Co Maint
ABL-Stonewall Co Maint
< 1n »

2. Type the three letter abbreviation for the district in the search box and click “OK”

|Search

|
il EnrollRd Faciity
£ 4l sortatoz
Zl sortztoa
Sort by Color »

Filter by Color

Text Eil

-

-

fters

ABL

X

O

(Select All Search Results)
Add current selection to filter
ABL-District HQ

ABL-Jones Co Maint
ABL-Kent Co Maint B
ABL-Mitchell Co Maint

ABL-Molan Co Maint

ABL-Shackleford Co Maint

ABL-Stonewall Co Maint -

| »

D]
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Example of Results:

District Training Schedule
January 21, 2019 - April 19, 2019

[ ] ; y Training
MNT134_ABL_GHOSE Operaton Advancig 1282019 1320G | 80000 AM | 50000 PM 4 2 ABL-Taylor Co Maint

MNT181_ABL_T06T9 [Bucket Truck & Crane 12002019 | 12902019 | 8:00:00 AM [ 5000 PM | 6 6 |ABL-Taylor Co Maint

MNTI0_ARL_G788T | Dump Truck Diver 10-12 ¥Ya Hasms HIEME 00000 AM | 500:00 PM 11 11 ARL-Stonewall Co Maint

MNT134_ABL_8B05T [Maintainer Operator Advanced 222019 | 2772019 | 8.00.00 AM | 50000PM | 4 2 |ABL-Taylor Co Maint I
MNT162_ADL 60092 | Skia-Steer Operator 212016 | 2122018 | 8:0000 AM [ 120000 PM] 6 & |ABL-District HQ [ABL 2 -Small Conf VTC2
BROG100_ABL_G6645 | Bridgh CONStruction INSpacton e 2M42me | 2:00000 AM | 12700000 PM | 20 11 ASL-Distnct HQ [ABILT -Dest Tmg Cir VTC wiPCs
[MNT120_ABL 71255 |Asphalt Distribulor Operaice 2259015 | 2202019 | 0.00.00 AM | so00oPm] 4 1 [ABL Taylor Co Maint

| CONST1_ABL_67304 nspect of Flexi Base & Embank 21262016 | 2272018 | 8:00000 AM | 500:00PM | 13 3 | ABL-District HQ Media Room-na computers
DEVI19_ABL_65188 Traming Basics for Trainess 22019 222019 | 800000 AM | 80000 PM & ] ABL-Disinct HQ [ABIL 2 -Small Conf VTC2
MNT145_ABL_70421 [Dozer Operator W4/2019 | /62019 | B:00000 AM | 5:0000FPM | 4 2 |ABL-Taylor Co Maint

[CONT18_ABL_B7356 [Canstruction Contract Aamin I8 | WT0e | 00000 AM | S0000PM | 30 7 |ARL-Distict HO AgL1 -Dest Trmg Cir VTC wWPCs
DEVA19_ABL_BTOT3 Project o AE2019 | HTR2019 | 8:00:00 AM | 50000 PM | 20 L] | ABL-District HG

MNT120_ABL_60013 |Asphalt Distributee Operator A12016 | 31402018 | 8:0000 AM | 500:00PM | 4 4 |ABL-Taylor Co Maint

MNT1565_ABL_T0432 | Backhon Cparator AP0 | N4 | 80000 AM | S00D0FPM | 4 1 | AEIL-Taylor Co Maint

MNT155_ABL_T0423 [Backioe Operator 02016 | V202018 | 8.00.00 AM | 5.00.00PM | 4 2 |anL Co Maint

MNT166_ABL_67424 [Rotary Broom Operator 262016 | Wa62018 | 8:0000 AM | 5:00:00PM | 4 4 |A8L-Tayior Co Maint

MNT130_ABL_GBOZE [ MainEaine: Cpirabor Basa: 22071 B0 0000 AM | B0000FM | 4 1 | ABL K Co Mant

71226 |Wioek Zone Trafic Contl WEHI0NG | WAZ010 | S00:00 AM | 5001 36 | T |ABL-Noan Co Maint [ABL_Sweerwater_Traming

MNT1R1_ARL_BROM0 [Buckat Truck & Crand W0 ERI20N 0000 AM & 1 [ ABL-Taylor Co Maint

SFHADT_ABL 71223 |Focus on Safuty IV V2112010 | W2712010 | 8.00.00 AM % 3 [ABL-Nokan Co Maint B _Training

60163 |Work Zone Trf Cul Refresn V20N | WIWI01D | G:00:00 AW 25 | @ |ABLNolan Co Maimt

TRFGE1_ABL_71107 [Flaggers in Week Zone WRNPNH | W01 0000 AM % 1 |ABL-Nolan Co Maint A8 r_Truning
MNT130_ABL 68030 | Maintainer Operator Basic 412019 | 442019 | 8:00000 AM R 4 4 |ABL-Mitchell Co Maint

MNT130_ABL_68032 Maintainer Cperator Bassc AEINE | aaeme | 00000 AM | 50000PM | 4 0 |ABL-Nolan Co Maint

DEV116_ABL_BT728 Practical - 422019 | 4a2019 | 80000 AM [ 120000 PM| 26 L] | ABL-District HG |ABL1 -Dist Tng Cir VTC wiPCs
MNT130_ABL_680:31 [Maintainer Operator Bask: 4018 | 41112019 | 8:00000 AM [ 50000 PM | 4 4 |ABL-Mitchell Co Maint

CON1IE_ABL_67356 Critical Path 5 AWINE | AR08 | 200000 AM (1Z0000FPM| 10 3 | ABL-Distct HEY

MNT172_ABL_67437 [Equipment Load & Tie Down 492019 | 4902015 | 9:00.00 AM | 5.00.00PM | 10 5 |ABL-District HQ

MNT 134, GB056 [Maintainer tor Advanced AMEE016 | 41802018 | 8:00000 AM | 5:00:00PM | 4 1 |ABL-Mitchell Co Maint

[CONTIS_ABL_TOS356 Criticzal Paan Ty ANER0TS | 4172019 | 80000 AM | 120000 PM| 10 1 | ABL-District MG |ABL1 -Dest Timg CIr VTG wPCs
[MNT155_ABL_ 70951 [Backnoe Operator 4M52018 | 41702019 | 8:0000 AM | 500:00PM | 4 3 |ABL-Jones Co Maint

Filtering the Report by “All” District Locations and Classes with Low

Enrollment

1. Select the dropdown feature EI at the top of column J

(Facility)

2. Type the three letter abbreviation for the district in the

search box and click “OK”

|Search

Sort Ato Z
Sort Zto A

Sort by Color »

Clear Filter From "Facility

Filter by Color »
Text Filters r
Search 2
(Select All)
ABL-District HQ

ABL-Jones Co Maint

ABL-Kent Co Maint

ABL-Mitchell Co Maint

ABL-Nolan Co Maint

ABL-Shackleford Co Maint

ABL-Stonewall Co Maint 74
{11} 3

Eancel

SortAto Z
SortZto A

Sort by Color »

Clear Filter From "Facility

Filter by Color

Text Filters »
ABL ‘ x |
(¥ (select All Search Results) -

[ Add current selection to fifter

BL-District HQ

BL-Jones Co Maint
BL-Kent Co Maint
BL-Mitchell Co Maint
BL-Molan Co Maint
BL-Shackleford Co Maint
BL-Stonewall Co Maint -

C o D o |

m
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3. Select the dropdown feature EI at the top of column B

(Class Code)

4. Select “Filter by Color “

4 Class Code
SortAtoZ

—

=N NP

| sortztoa

Sort by Color

Filter by Color

Text Filters

B Course

Search

Select All)

BRG100_ABL_66645
¥ cont16_ABL_67356
CON116_ABL_70935

¥l DEV119_ABL_69156
DEV419_ABL_67973

m

~

SortAtoZ

BN NP
=

o

Sort Zto A

Sort by Color

Filter by Color

Text Filters 3
Search pel |
-1 (Select All) -
-[¥ BRG100_ABL_66645
-[¥ CON116_ABL_67356

~% CON116_ABL_70935

CON118_ABL_67359
CON411_ABL_67364
DEV115_ABL_67728

-¥ DEV119_ABL_69156
~¥ DEV419_ABL_67873 -

5. Select the yellow rectangle in “Filter by Cell Color”

Example of Results:

Filter by Cell Color

[ ]

Mo Fill

District Training Schedule
January 21, 2019 - April 19, 2019
se 1 d Da ity
MNT120_ABL_ 71255 Asphalt Di Operator 2126/2019 | 2128/2019 1 ABL-Taylor Co Maint
CON41T1_ABL_67354 Inspect of Flexi Base & Embank 2262019 | 2272019 3 ABL-District HQ Media Room-no s
CONT18_ABL_B7350 C Contract Admin 352019 | WT2019 7 ABL-District HQ ABL1 -Dist Trng Cir VTC wiPCs
DEV419_ABL_67973 Project - 352019 | 3712019 0 |ABL-District HQ
MNT155_ABL_70422 B: Oparator 3112019 | 3132019 1 ABL-Taylor Co Maint
MNT130_ABL_68028 Operator Baslc 3/25/2019 | 3282019 1 |ABL-Kent Co Maint
TRFS20_ABL_71225 Wark Zona Traffic Control 312502019 | 3262019 7 |ABL-Notan Co Maint ABL _Training
MNT181_ABL_68090 Bucket Truck & Crane 3/27/2019 | 3/28/2019 1 |ABL-Taylor Co Maint
SFHA01_ABL_71223 Focus on Safety IV W2T20N9 | W2T209 3 ABL-Notan Co Maint (ABL_! _Training
TRF525_ABL_68163 Work Zone Trf Ctrl Refresh 3/28/2019 | 37282019 9 |ABL-Nokan Co Maint
TRFS21_ABL_7T1107 Flaggers in Work Zone W09 | W29/2019 1 ABL-Noian Co Maint ABL_: ~_Training
MNT130_ABL_68032 i Operator Basic 42019 | 4042019 0 ABL-Notan Co Maint
DEV115_ABL_67728 Practical Supervision 47212019 | 41472019 9 ABL-District HQ /ABL1 -Dist Tmg Ctr VTC wiPCs
CON116_ABL_B7356 Critical Path g-Const 41912019 | 41172019 3 ABL-District HQ
MNT134_ABL_68055 Ciperator Ady d 4/15/2019 | 41872019 1 |ABL-Mitchell Co Maint
CONT16_ABL_70835 Critical Path g-Const ANSR019 | ANTR09 1 ABL-District HQ ABL1 -Dist Trmg Cir VTC wiPCs
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District Advertisement Template

To create a District Advertisement for classes with low enroliment, copy and paste the
results from the last section into an email along with the drafted language below.

Hello,
Below are the classes that have low or zero enroliments for the next 30-45 days.
Please enroll any participants that need/want to take these courses as soon as

possible.

Please keep in mind if any of these classes have zero enroliments at the 14-30 day
mark, they will be inactivated.

Part 3 - How to Use the Weekly State Training Report

Item What to Check/Consider

Yellow (low enroliments) e Have advertisements been sent for these classes?

e Isthere a room assigned in ELM?

Training Room (room ; i istri
aining Room (roo e Has it been confirmed/reserved at the District?

assignments)
e Isthe room large enough for the max enroliment?
Can it be held here? If, not where can we move it?
Does it make sense to be held here?
Will equipment be available at the location? Or is it
Facility (location for MNT available somewhere else?
classes) e Isthere a room large enough for the max enroliment, if

needed?
e Are there duplicate classes on the same days at the
same locations?

Can it be held here?

Does it make sense to be held here?

Is there a room large enough for the max enrollment?
Are there duplicate classes being held on the same days
at the same locations?

Facility (location)

Are there any holidays/min staff days/banquets/etc.?
Start & End Dates e Are there duplicate classes being held on the same days
at the same locations?
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